User Guide for OAHUpload 

Web Application

OAH clients may upload files for use by OAH staff via the OAHUpload application.  The application’s URL is https://upload.OAH.dgs.ca.gov/ 

OAH Client Interface

OAH clients will be able to Log In to the application to upload files.  
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Welcome to the OAH file transfer site. You can use the browser too to electronically send or receive files
10 0AH.

To begin using this site you will need to register using the New User Registration button
located to the left. Upon completion of the registration, you should receive an email
registration confirmation indicating your registration submittal. Upon approval of your
registration, you wil receive a second emal informing you of your approval.

Current Users:

To begin using this site you will need toog in sing the Log in button located to the left.




The first time a client accesses the application, they must create a user profile.  Once the profile has been completed, the OAH contact employee will receive an email requesting approval of the client’s profile.  The client will not be able to upload files until his/her profile has been approved.
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New User Reaistration

Loain Please complete all the felds indicated below and select the Process button to
submit your User Profile. After you submit this form, you will receive a

e confirmation e-mail of your request and be redirected to OAH's main page.
L Please allow 24 hours, excluding weekends and holidays, to process your
= application.

Web Site Feedback
Contactus First Name: Last Name:

Select your employer type:

Private Sector state © city © county © Federal

Address:

city:

cn | zZpcode: |

Phone: Fax:

e

Select your OAH contact:

Selected Person's E-Mail

Enter a User Name and Password that you will use for future document upload transactions.
(lote: Your password must be at least 6 characters.)

. | (e |
= =





The client will select the OAH contact from the drip down menu.

Here’s a small sample of the drop down menu:  
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Crow, Jean
Pommerenck, Chris
[Trep, Carlos

|Vigi, Phoenix





The login screen will ask the user for their user name and password.
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Loaln Enter your User Name and Password that you requested at regitraton tme.

Questions Forget your password? Cick Here:

Help User Name:

Password

_sumt | Reset|




If the user cannot remember their user name and password, they may request the information from the system.
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Forgot Your Password?

Enter the folowing information completel before you submi this form. You wil be e-mailed your password

Enter your First Name:

Enter your Last Nare:

Enter your E-mail Address.

[swmt| |Resat]




The following confirmation screen will appear if the request is completed:
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Email Password Confirmation

Your password has been e-maied to you




Once the client logs onto the system, he/she may upload their files.
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Upload General Information

We suggestthat if you have mulipl fles of the same type you 20 fles before you upload. This wil
cut dow the upload time considerably and also you have to browse for one fie only. f you do not
have WINZP Archive utity avaiable cick hee (0 order WINZE.

Click here to upload files




The client first selects the OAH employee to receive notification that a file has been uploaded.
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Select Files

o upload a fie, Cick on the Browse...button and navigate o th e you want fo upload. Please
make sure not to nclude any specil characters fke %, ', %, efc.  the fi name. Afler you have.
‘selected your fles and entered a brief description of the fie, cick on the Upload! buton. The fies wil
be copied onto our server

Please DO NOT upload social security numbers, driver's license numbers, or other highly
confidentialinformation. Ifyour files contain this type of information, contact your OAH
representative first.

Note: The following file types are acceptable:

ai, asc, dbf, dfx, dwf, dwg, doc, .eps, .gif, iPg, .mPP, P, PNg, PPt, ps, .1H, it,
it 411, xt, wpd, s, 2ip

setetrie
oo |

Enter File Description

Upload!




Depending on the number of files to be uploaded, there will be the same number of select file boxes.  The browse button allows the client to find the desired file to be uploaded.  The client must also enter a brief description of the file.
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Upload File Verification

1files uploaded.

‘Thank You. The following fles were uploaded

Testng fie upload

File Name/File Description e Size
Robocopy Syntax.doc

These files will be deleted after 30 calendar days.

If the fle information is not correct, please contact your OAH Representative.

We encourage your Feedback.





The OAH contact will receive an email with a link(s) to the uploaded file(s).  The files are uploaded to our external server in the DMZ, then moved onto our intranet server.  A job is run every 10 minutes to move the file(s).

Sample email of file uploaded to test server:

[image: image11.png]From:  OAH Upload Services [OAH-Lpload@dgs.ca.gov]
Tor  Pommerenck, Chis

o

Subject:  File Uploaded From Chid support Services

The associated job # : Testing

Mickey Mouse has uploaded 1 file(s) on 7/7/2010 at 2:08:42 PM

For further n regarding this transaction, This person can be reached by e-mail at:
chris.pommerenck@dgs.ca.qov

Or they can be contacted by phone at (916) 123-1234

Click on the link{s) below to download the file(s)
http://devupload.OAH.dgs.ca.gov/Files/77201020841PM_Robocopy Syntax.doc Testing file upload

* Note: File should be available after approximately 15 minutes of receipt of this email.




